
How to make a scenario?
Organisation: a plan is key 

Organisation is something you have to do yourself. A scenario can help with this. It prevents forgetting important parts of your event and helps structuring and dividing the tasks. A scenario contains a description of all tasks that are necessary in your event.
In your scenario you will discuss a time path and division of tasks with your group. Answer the questions about your goal, your audience, your message of your event and your working method before you start working on your scenario. 
First answer the following questions:

· What do you want to organise?
· What is your goal? What do you want to achieve?

· Who is your target audience?

· What is your message?

· When do you want to start?
· When are you finished?
When you have answered these questions, you can start working on your scenario.
Making a scenario
You will update your scenario along the way. Be specific about the events that are in the near future. Activities that are planned at a later stage of the event can be described less specifically. You will update these events when you are further in the process. Your scenario will consist of an hour to hour description of events, where these events take place and who is responsible. 
What should be included in your scenario?
Your scenario describes who will do what, and especially,  when. Fill in the table and add one column with additional information about specific tasks. You will find the table below.

Table Scenario
	
	
	Preparation
	Execution
	

	What?
	Points of interest
	Who?
	Who?
	When?

	
	
	
	
	

	Decisions about your event
	
	
	
	

	What are we going to do and when? 

	
	
	
	

	How can we divide the tasks concerning the organisation of the event?
	
	
	
	

	What do you need and from whom?

	
	
	
	

	Who will make the scenario?

	
	
	
	

	Who will make a time path? (realistic planning)
	
	
	
	

	Who guards the progress of the project?

	
	
	
	

	Divide the tasks!


	
	
	
	

	Write down your planning in your diary.


	
	
	
	

	Check often if your planning is still correct.

	
	
	
	

	
	
	
	
	

	Money
	
	
	
	

	Who makes the budget estimate and is responsible for the final budget count?
	Will the event cost money?
	
	
	

	Who will look for potential sponsors?

	
	
	
	

	
	
	
	
	

	Publicity surrounding the event
	
	
	
	

	Who will announce the event and inform the media (scoop to a journalist, letter to a newspaper)?
	Long in advance, regional press
	
	
	

	Who writes the press release? 
	Week before the event sent the press release 


	
	
	

	Who makes the event description (half a page A4)?
	
	
	
	

	Who makes the posters, and the like, to announce the event?
	
	
	
	

	
	
	
	
	

	Report
	
	
	
	

	Who writes the report? 


	
	
	
	

	Who makes sure that the information is on the website of the school newspaper?
	
	
	
	

	Who makes photos and video material?

	
	
	
	

	Who sends/emails a thank-you-note afterwards to all people involved?
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